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Warfel Construction is currently looking to hire an enthusiastic HR and Recruiting Coordinator 
to support a growing, people-focused organization. This position will assist and support the HR 
team with various responsibilities, including talent acquisition, onboarding, and general Human 
Resources functions. This role will be based in East Petersburg, PA.  

At Warfel, we truly believe our people are our competitive advantage. We’ve built a culture 
that begins and ends with our commitment to the great people in our organization. As a 
member of the HR team, you play a critical role in maintaining and supporting the team-
focused culture we’ve established.   

Major duties will include, but are not limited to, the following:  

• Supports HR Business Partner with successful administration of HR functions and duties. 

• Supports the HR and leadership team during the annual performance review process.  

• Manages Job Description database; ensuring each position has an accurate record 
within the last three years. 

• Administration of Employee Handbook and HR policies. 

• Scheduling OSHA classes for New Hires and current employees as applicable. 

• Provide assistance with HR-related marketing tasks such as creating / distributing flyers 
and communication tools. 

• Manages Weekly Employee Newsletter. 

• Supports recruiting activities by preparing job advertisements, managing active job 
advertisements; including record keeping, resume review, candidate screening, and 
follow-up to all candidates at the end of the recruiting process. 

• Coordinate and schedule Cultural Assessments and Interviews as required. 

• Coordinate pre-employment documentation and processes with incoming employees. 

• Coordinate Orientation details with respective hiring managers and schedule necessary 
meetings to ensure a positive employee experience. Share schedule with employee and 
hiring manager. 



 

• Create Orientation Binders for new hires; collaborate with Hiring Manager and 
Personnel Development Manager for respective content. 

• Conduct Orientation day-of HR responsibilities; including paperwork, benefits review, 
harassment training, etc. 

• Understands and maintains confidentiality in all interactions at all levels of the 
organization.  

• Other duties as assigned.  

Skills & Qualifications:  

• Bachelor’s degree in human resources or a related field preferred.  

• 0 - 2 years of experience preferred. 

• Must have proven ability to function well in a high-paced, team-focused, and sometimes 
stressful environment. 

• Excellent verbal and written communication skills are a must.  

• Exhibiting attention to detail and a customer service mindset are critical. 

• Proficient with Microsoft Suite and PDF editing platforms. 

• Strong verbal and written communication skills are a must. 

• Attention to detail and a strong customer service mindset are critical. 

• Must show a commitment to Warfel’s Core Values (Honesty, Integrity, Accountability, 
Initiative and Teamwork) and Clients for Life mission at all interactions. 

This position spends the majority of the role working in an office environment, which includes 
prolonged sitting at a desk and working on a computer. Must be able to lift up to 25 lbs 
occasionally and as necessary. This position will require some travel to various jobsites and 
Warfel office locations as tasks require. Frequent use of a telephone and maneuvering through 
an office environment are essential to the role.  

Competitive pay and benefits offered. Warfel Construction is an equal opportunity employer.  

 


